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POLICY FOR ATTENDANCE & PUNCTUALITY

At Medstead C of E Primary School attendance and punctuality is a high priority as the school recognises that good attendance is directly related to achievement and well being. 

The school’s policy is written in accordance with the Hampshire guidance for schools “Achieving High Attendance”, http://www.education.hants.gov.uk/intranet/policies/attendance to ensure best practice. 

The purpose of this Policy Document, therefore, is to set out the ways in which matters of attendance and punctuality will be managed in the school, in order to ensure the school and parents work in partnership to achieve and maintain high standards in this area, and in order to meet its targets.
SCHOOL RESPONSIBILITIES

The school can do a great deal to support the regular and punctual attendance of children. To ensure high levels of attendance and punctuality the school will:-

· Raise awareness of the importance of good attendance
· Promote a welcoming and positive atmosphere in school, where the children feel safe and that their presence is valued
· Enable parents to feel their support of this policy is recognised by the school as a vital contribution towards their child’s education
· Create attitudes towards high standards of attendance and punctuality, which pupils should retain throughout life
· Ensure that attendance is maintained effectively and absences are followed up promptly
· Meet legal requirements, with particular reference to identifying unauthorised absence
· Check registers regularly, to note unexplained absences and identify patterns of absence and lateness, if they are occurring
· If absence /punctuality become a matter for concern, use strategies devised in order to raise parental awareness of the importance of attendance and punctuality, so that they will make more effort to ensure their child attends school punctually and regularly
· Involve other agencies when difficulties arise, and the school needs extra support or help as appropriate - including the Locality Team, Education Psychology Service, Social Services and/or Police
· Ensure all staff are aware of School Policy and deal consistently with absence and punctuality
· Ensure information on attendance/punctuality is available for Governors, as required
· Ensure good liaison when a change of school occurs

· Closely monitor the attendance of vulnerable groups

In the primary phase of their education, it needs to be remembered that children are dependent on their parents /careers and that they are responsible for their level of attendance and punctuality.  It is vital that children enjoy coming to school, and will, therefore, whilst being encouraged to attend well and on time, not carry the blame and be made to feel unhappy if their parents are not supportive or effective in this area.
The school will also meet its legal requirements by:

· being open to all pupils for the statutory number of sessions each school year
· maintaining attendance registers (either manual or computerised) in accordance with the relevant regulations 

· accurately recording and monitoring all absenteeism and lateness
· clearly distinguishing between absence which is authorised and absence which is unauthorised according to criteria laid down by the DfE and should remind parents that it is the decision of the headteacher as to whether or not an absence will be authorised
· submit termly absence returns through School Census and publish information relating to levels of attendance and absence and include details of these in the school’s prospectus and annual report
· set annual targets to reduce absence and submit these targets in accordance with the relevant regulations

RESPONSIBILITIES OF PARENTS
Parents are responsible in law for ensuring that their children attend the school at which they are registered regularly, on time, properly dressed and in a fit condition to learn. (Parents are also responsible for ensuring that their children stay at school once they have registered.)

Parents can do a great deal to support the regular and punctual attendance of their children. Parents should:-

a) take an active interest in their child’s school life and work;

b) attend parents’ evenings and other school events;

c) ensure that their child completes his/her homework and goes to bed at an appropriate time;

d) be aware of letters from school which their child brings home;

e) ensure that their child arrives at school on time each day;

f) ensure that their child only misses school for reasons which are unavoidable or justified, such as illness or days of religious observance;

g) always notify the school office as soon as possible - preferably on the first morning - of any absence;

h) contact the school office on the morning of the day when the child returns to school;

i) avoid booking family holidays during term-time;

j) talk to the school if they are concerned that their child may be reluctant to attend.

REGISTRATION
Registers will be checked for regular attendance by the School Office.  Teachers should also report any concerns to the PA to the Headteacher, and are responsible for the correct completion of registers. 

The school uses the Hampshire County Council Universal Attendance Codes when completing registers. Theses are available from the school office. 
The school is open from 8.45am when there are members of staff on duty on the school playground. Pupils should not be left unattended before this time to ensure their safety. The school bell is rung at 8.50am to ensure all children are in class ready for prompt registration at 8.55am. Parents are therefore encouraged to ensure their children are on the playground by 8.50am. 

LATENESS PROCEDURES
Children who arrive at school after 8.55am should report to the school office. 
If parents know their child is going to be late for any reason, they should let the school know in advance.

Parents of children who persistently arrive late will be contacted and reminded that children should be at school by 8.55am. This will initially be undertaken by class teachers or administrative staff, with any problems, concerns or persistent lateness being referred to the Headteacher.
Repeated unexplained lateness, or lateness with no acceptable reason, will be referred to the Education Welfare Officer and Social Services, as relevant.

ABSENCE PROCEDURES
Parents are asked to telephone or email the school office, adminoffice@medstead.hants.sch.uk before 9.30am on the first day of absence, and when possible indicate how long they expect their child to be away: daily telephone calls are then not necessary.  The class teacher will be informed by the school office staff. If the office staff do not receive notification by 9.30, they will attempt to contact the parents of the absent child, using the given contact numbers, as soon as possible to confirm the reasons for absence and to ensure the absent pupil is safe. 

If no satisfactory response is made, the Education Welfare Officer will be informed.

If the child is known to Social Services, they will be informed if there is no successful contact between school and home.

REQUESTS FOR LEAVE OF ABSENCE
The Alton Cluster of Schools and Colleges have adopted a collective approach to reducing absence and are following county guidance that parental requests for leave, will only be granted by the headteacher in “exceptional and special circumstances”. This decision will be based on the information supplied on the Application for Approved Leave of Absence form, available with the county guidance, from the school office.  Any unapproved leave will be recorded as an unauthorised absence.
All requests should be made prior to organising or booking a holiday. 
Further guidance is available in the Hampshire publication “Family Holidays During Term Time”. This is available in the school office along with Leave of Absence Request forms and at http://www.education.hants.gov.uk/intranet/policies/attendance
REPORTING ABSENCES
All absences will be noted on the child’s school record and reported annually to parents.

Pupils categorised as persistent absentees, with attendance below 85%, will be reported to the Education Social Worker during their termly meeting with the headteacher.
LIASION WITH PRE-SCHOOLS AND SECONDARY SCHOOLS
As part of the schools transition processes information on attendance and punctuality is highlighted and discussed, where there is cause for concern. 
Attendance and punctuality data for all pupils is passed on between maintained schools as a matter of course through the Schools’ Information Management System. 
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